ATTENDANCE POLICY AND

NOTIFICATION OF UNEMPLOYMENT INSURANCE ELIGIBILITY 

As a temporary employee of Micro Tech, it is expected that you will be assigned to work for one or more of our client companies.  
Upon completion of an assignment, you must contact Micro Tech to request reassignment within 3 working days. You may contact any Micro Tech Recruiter in person, by phone or by e-mail between the hours of 8:00 a.m. and 5:00 p.m.  
Contact Information:

Address:  5 Cabot Place 2RR
Phone: 781 341 1502
E-mail:  recruiter@mtsg.com
All employees are required to notify Micro Tech if they will be absent or tardy for their scheduled shift and to advise Micro Tech when they will report back to work.  
Notification must be provided BEFORE the start of the scheduled shift.
Micro Tech can be reached 24 hours a day, 7 days a week. If no one answers the phone, you must leave a message on the answering machine.  Your call will be returned during normal business hours (Monday through Friday 8:00 a.m. – 5:00 p.m.).

“Absent” is defined as any unscheduled time off from work that occurs when an employee is not present at work during his or her scheduled work period.

“Tardy” is defined as arriving after the scheduled or expected start time for the day.   

Excessive or unexcused absences or tardiness may result in termination of your employment, under which circumstance, you may be disqualified from collecting Unemployment Insurance Benefits.  
If you are absent without notice for two days in a row, you will be deemed to have abandoned your job which is treated as a voluntary resignation.  Job abandonment or voluntary resignation may also disqualify you from collecting Unemployment Insurance Benefits unless your reason for doing so falls within an exception.  
Exceptions to this policy will be considered on an individual basis for circumstances involving impossibility of prior notification, military leave, or other activities otherwise protected by law.
Failure to contact Micro Tech for reassignment before filing a claim for Unemployment Insurance benefits may also result in the denial of those benefits as you may still be considered an employee of Micro Tech even though you are not currently on assignment.

Acknowledgement:

I have received and read this notification and understand its terms and conditions

Signature_________________________________________

Print Name_______________________________________

Date______________________________________________
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